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Step 1: Download an Invoice 

● Click Payments 

 
 

● Click  next to the permit you are making a payment on 
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● Click the dropdown on the Actions button 
● Then click Generate Invoice 

 
 

● Click the box (or boxes) next to the fee name to select the fees you are generating an invoice for, then click 
Continue 
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Step 2: Make a Payment 

● Click Payments 

 
 
 

● Click  next to the permit you are making a payment on 

 
 

● Click the dropdown on the Actions button 
● Then click Enter Payment 

 
 

● Click the box (or boxes) next to the fee name to select the fees you are paying, then click Continue 
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Step 3: Download a Receipt 

● Click Transactions tab 

 
 

● Click  to download receipt 
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